DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250

MARI NE CORPS Al R GROUND COMVBAT CENTER

TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 10110. 1B
Code 0111

19 August 1998
NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 10110. 1B

From Commandi ng O ficer

Subj: MEDI CAL FOOD SERVI CE PROGRAM

Ref: (a) NAVMEDCOM NST 10110.2 Series
(b) ADA Manual of Cinical Dietetics, Current Edition
(c) [NAVHOSPZ29PALNSI NST 6220. 10 Ser i es
(d) NAVIVi LPERSVAN 14791B, Article 2640110
(e) DoD Mlitary Pay and Entitlenment Manual, Part 3,
Para 30101
(f) CCO P4400.2 Series
(g) NAVSUP P-486
(h) NAVMED P-5010-1
(i) JCAHO Accreditation Manual for Hospitals, Current
Edition
(j) NAVMED P-5020, Chapter 11, Part 4 (Reinbursable)
(k) Under Secretary of Defense Menp of 09Sep96
Encl: (1) |Categories of Personnel Authorized Dining Facility

Privileges and Meal Rate Policy
(2) Commuted Rations Policy

1. Purpose. To establish a conprehensive Medical Food Service
Programin accordance with reference (a).

2. Cancellation NAVHOSP29PALMSI NST 10110. 1A

3. Background

a. Function. The Nutrition Managenent Departmnment (NVD)
coordi nates the Medi cal Food Service Program providing
nutritional care to patients and subsistence to authorized
per sons.

b. Organization. The NWVD consists of the Administrative
Dietetics Division and the Cinical Nutrition Division.

(1) The Administrative Dietetics D vision conducts and
coordi nates functions for food production and service of neals to
i npatients and di ni ng room patrons; plans nenus; and oversees
prograns for security, safety, sanitation, food conservation and
equi pnent mai nt enance.
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(2) The Cinical Nutrition D vision provides technical
support for the preparation and service of all inpatient neals,
i ncluding nodified diets and nourishnent’s, oversees inpatient
menu processing, and provides dietary assessnent.

4. Policy
a. Patient Tray Service
(1) Responsibility

(a) The Head, dinical Nutrition Division is
responsi ble for assuring that all inpatient neals are properly
pl at ed, heated and served, and that supplenmentary nourishnment’s
are delivered to ward pantries as ordered.

(b) Attending health care providers will reviewthe
adequacy and quality of neal service provided to patients in
their care.

(c) At tinme of meal service, nursing personnel are
responsi ble for preparing patients for neals.

(2) Diet Orders. Ward nursing personnel are responsible

for transcribing onto diet rosters before each neal service al
di et orders including: changes, isolation requirenents,
di scharges, transfers to other roons or wards, holds, and the
nanes of those patients subsisting-out. D et rosters wll be
pi cked up by food service personnel before each neal service.
Notification of diet cancellations nust be nmade to the NMVD as
soon as possi ble to prevent waste.

(3) Menus. All regular and therapeutic nenus are based
on the ADA Manual of Cinical D etetics, reference (b). Al
patients should be provided the opportunity to choose foods from
the sel ect nmenu. NMD personnel and/or nursing personnel wll
assist patients with nenu sel ecti on when necessary.

(4) Isolation Tray Procedures. Food will be served and
the menu will be handl ed foll ow ng proper isolation technigues as
outlined in reference (c) and in the Nutrition Managenent
Department Infection Control Policy. Al itenms used to serve
food and beverages shall be di sposable.
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(5) Meal Delivery and Retrieval.

(a) Patient tray service will normally be provided on
the schedul e outlined bel ow

Br eakf ast : bet ween: 0700 - 0730
Lunch: 1130 - 1200
Di nner: 1630 — 1700

(b) NMD personnel will deliver patient food carts to
patient care areas.

(c) NMVD personnel will deliver trays to patients with
t he assistance of Nursing Services personnel as needed. For
patients who are sleeping or out of their roons, NVD personnel
will bring the trays to the nursing station. The nursing staff
W Il be responsible for the disposition of these trays.

(d) Nursing Services personnel wll replace soiled
trays in the food cart after renoving all disposable itens from
the trays. Food Carts will be retrieved and returned to the
Gal |l ey by NMD personnel for unloading and sanitizing follow ng
t he schedul e bel ow

Br eakf ast : 0830
Lunch: 1330
Di nner : 1745

(6) Late Trays

(a) Late trays are those neals needed for inpatients at
times other than the normal neal service.

(b) Frozen dinners, cold food itens, and m scel | aneous
foods (juices, mlk, cereal, peanut butter, saltines, etc.) wll
be routinely stocked in ward nourishnent pantries for patients
needi ng neals when the galley is closed. The use of frozen
di nners nust be docunented on the sheet attached to the freezer
door.

(c) It is the responsibility of NVMD staff to prepare and
distribute late trays during hours when food service personnel
are on-board.

(d) Meals and m scel | aneous foods wll be provided to
patients in the Enmergency Room on an as-needed basis only.
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(7) Between Meal Feedings

(a) Between neal feedings will be assenbled by the NVD
and distributed daily to ward nourishnment pantries. Patient
snacks, e.g. diabetic nourishnent’s, will be put into paper bags
and stored in the refrigerator. Labels will include patient’s
nanme, room and bed nunber, and tine and date of preparation.
Prepared foods will be discarded if not consuned within 36 hours.

(b) The nursing staff wll distribute these feedings
to patients at the appropriate tines.

(8) Nutritional Supplenents and Tube Feedi ngs

(a) Nutritional supplenents and tube feedings wll be
ordered daily by nursing personnel and the orders will be filled
by NMD staff.

(b) Orders for individual patient nourishnment’s are to
be witten next to the patient’s name on the diet roster wwth the
type of supplenent, strength and/or total volunme per 24 hours.

(c) Supplenents requiring preparation will be prepared
by NMD personnel. Supplenents will be properly |abeled with
patient’s nanme, room and bed nunber, suppl enent nanme, strength,
infusion rate, date of preparation, and date of discard.

(9) Parenteral Nutrition Support. The role of the
Cinical Detitian includes:

(a) Serving as a consultant to the nedical staff.

(b) Conducting nutritional assessnents and devel opi ng
nutritional care plans.

(c) Monitoring daily nutrient intake and maki ng
reconmmendations to inprove nutritional care.

(10) Nourishnment Pantry Food and Beverages. Al food and
beverages provided by NVMD in the ward pantries and refrigerators
are strictly for inpatient consunption. It is the responsibility
of Nursing Services personnel to clean and sanitize the ward
pantries and refrigerators. Refrigerator tenperatures nust be
noni tored and | ogged tw ce daily.
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b. D ning Room Operations

(1) Hours of Service. The follow ng hours of operation
are applicable:

Weekdays: Weekends and Hol i days:

Br eakf ast : 0615- 0745 Br eakf ast: 0700- 0800
Lunch: 1100- 1300 Lunch: 1100- 1230
Di nner: 1600- 1730 Di nner: 1600- 1700

(2) Authorized Patrons. The NMD is established for the
primary support of patients and staff attached to Naval Hospital
Twentynine Palns. Entitlenent to Subsistence-in-Kind (SIK) or
aut hori zation to purchase neals for cash is required by al
persons in order to eat in the hospital dining room Upon
entrance to the dining room all patrons are required to either
present a neal pass along with a U S. Arned Forces ldentification
Card and sign the SIK log, or sign in on the cash custoner sheet
and pay the cashier for the neal purchased. Categories of
aut hori zed patrons and neal rates are listed in [enclosure (1)

(3) Categories of Persons Entitled to SIK. The
followng are entitled to subsist, at no charge:

(a) Enlisted staff nenbers, attached for duty or for
training to the hospital, provided they are not receiving
commuted rations, |eave rations, or are absent on Tenporary
Addi tional Duty (TAD).

(b) OQther non-attached enlisted personnel under
speci al circunstances, e.g., outpatients, blood donors, off
station anbul ance crews, visiting athletic teans, etc. Those
whose entitlenment to SIK has been cancel ed nmust pay cash at the
prescribed neal rate.

(4) Personnel Subsisting on a Cash Basis

(a) Al officers of the Arnmed Forces attached for
duty, tenporary duty, training, or present on Oficial Governnent
Busi ness.

(b) Al enlisted nenbers of the Arned Forces
attached for duty, tenporary duty, training or present on
O ficial Governnment Business who are receiving a basic all owance
for subsistence.
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(c) Anmerican Red Cross field representation and
vol unteers assigned to the Naval Hospital.

(d) Cvilian enployees of the hospital.
(e) Guests as defined in enclosure (1).

(5) References (d) and (e) set policy guidelines for
i ssuing Conmuted Rations (COVRATS) to enlisted staff. the
Per sonnel Support Detachnent (PSD) shall process requests for
COVRATS. [Enclosure (2)] is the Command COVRATS policy.

(6) Patron ldentification: Personnel subsisting in the
di ning roomshall be required to show the NVD Master-at-Arns
(MAA) a neal pass and U. S. Arned Forces ldentification Card, if
aut hori zed subsi stence-in-kind, or a hospital wistband, if an
i npatient.

(7) The Uniformof the Day or appropriate civilian
attire, as prescribed in the hospital dress code, shall be worn
by personnel subsisting in the dining room

5. Speci al Needs

a. N ght neals will be provided on request to staff
personnel working between the hours of 2100 and 0700. To obtain
ni ght meal s, personnel should order and pay for the neal at the
Mess Cashier before 1300 daily. Meals will be delivered to the
menber’s work space and placed in the refrigerator by 1800.

Ni ght neals wll be disposed of if not picked up by 0800 the
fol |l ow ng day.

b. Upon witten authorization of the Conmanding O ficer or
Head, NWMD, subsistence may be furnished for picnics or other
forms of recreation, provided it does not interfere with the
ability of the NVD to neet its basic mssion. Requests for
subsi stence support will be signed by the Departnent Head or
Division Oficer requesting such support, and the responsibility
wll rest on the requestor to ensure that only authorized patrons
are served. Paynent for this support shall be made to the
collection agent for the anount billed by NVD. All requests nust
be submtted five working days in advance of the event date. A
copy of the paid receipt will be delivered to the financi al
technician in the NVD prior to the event.

6. | ntra-Hospital Support

a. Oficer of the Day shall
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(1) Inspect neals served in the dining roomand to
patients for quality and quantity. D screpancies shall be
brought pronptly to the attention of the Head, NMD or the senior
NVD supervi sor on duty.

(2) Accept neal passes surrendered by SIK personnel
departing on | eave or TAD. Passes will be held for reissue by
the OOD upon the nenbers return.

b. Head, Patient Adm nistration Departnment shall: Be
responsi ble for the inpatient identification systemof inpatient
wri st bands (renovable only by cutting).

c. Head, Fiscal Departnent shall

(1) Establish and adm ni ster procedures for the cash sale
of neals to authorized patrons.

(2) Provide, prior to the tenth day of each nonth, a
nont hly report of occupi ed bed-days by uniforned service
beneficiary category.

d. Reference (f) designates the Naval Hospital, Twentynine
Pal ns as an authori zed custoner of the Marine Corps Air G ound
Conmbat Center (MCAGCC) Direct Support Stock Control (DSSC). The
NVD has converted to prine vendor for subsistence support and no
| onger requires subsistence support fromthe Conbat Center DSSC.
However, the Conbat Center DSSC continues to provides non-
subsi stence support by providi ng consunabl e itens, cleaning
supplies, etc. to the hospital galley. The Head, NMD is
responsi ble for the proper and efficient managenent of al
subsi stence itens undergoi ng preparation or awaiting service; for
initiating requests for procurenent of subsistence itens required
for the Medical Food Service Program and for providing technical
assi stance and advice, as required, in subsistence support
functi ons.

e. The Personnel Support Detachnent shall

(1) Issue and control Meal Passes follow ng instructions
contained in reference (g).

(2) Issue a Meal Pass, NAVSUP 1105, to enlisted staff who
are entitled to consune neals at governnent expense.

(3) Furnish to the Head, NVD, a nonthly list of all | ost
and/ or stol en neal passes.
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(4) Process requests for COVRATS.
f. Head, Nutrition Managenent Departnent shall

(1) Organize and carry out the Medical Food Service
Program functions prescribed in reference (a).

(2) Establish policies and procedures as necessary for
the security of NVD storeroons, refrigerators, freezers, and ward
nouri shnent areas.

(3) Establish sanitation and safety policies and
procedures in accordance with reference (h).

(4) Approve all hospital nenus for nutritional adequacy.

g. Inpatient Dietetic Service Responsibility. The
nutritional needs of inpatients are the primary focus of the
Medi cal Food Service Program Diet orders nust be recorded in
the patient’s nedical record as required by reference (i).
Reference (b) serves as a guide for ordering diets. Initial
screeni ng, assessnent, and counseling are the m ni num
requi renents of standard nutritional care and also are required
by reference (i). The diet order sheet serves as a tool for
dietitians to screen all patients not on a regular diet. Wen
dietary nodification is an integral part of treatnent, the
dietitian, nursing staff, and attending health care provider work
together to provide quality care.

h. Medical Care Team Responsibilities
(1) Medical Oficers and Gther Privileged Providers:

(a) Properly use and adhere to standards for
nutritional care as specified in reference (b).

(b) Order the desired diet by recording it in the
Doctors Orders (SF-508) section of the patients nedical record.

(c) lIdentify patients (via consult) who nay be at high
nutritional risk or who present synptons of malnutrition

(d) Identify patients in need of special nutritional
eval uation, (e.g., requiring enteral feeding via feeding tube).
Provi de a Consultation Request (SF-513) to the dietitian for
assi stance in product selection, defining patient nutrient
requi renents, or patient instruction.
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(2) Nursing Services Responsibilities:

(a) Confirmthe witten diet order by transcribing the
diet order onto the diet roster, or by reporting the diet order
directly to NMD. No neal will be served to a patient without a
confirmed diet order.

(b) Weigh/neasure patients w thout shoes upon
adm ssion and as needed, and record in the patients nedi cal
record.

(c) Informthe dietitian of patients with speci al
feeding problens (e.g., partial paralysis, poor dentition, etc.).

(d) Assist patients with conpleting their nmenus if
needed.

(e) Assist NMD staff with passing food trays as
needed.

(f) Pick up patient food trays when patients have
finished eating, renove all disposable itens fromtrays and
discard. Return the soiled trays to the food cart.

(g) Record food intake on fornms provided by the
dietitian when required for calorie counts.

(h) Initiate consultation request (SF-513) as needed
for dietary intervention, for signature by the attending health
care provider.

(i) Advise the dietitian that the attending health
care provider has witten a consultation request.

(3) Pharmacy. Coordinate efforts with the NVD and
Nursing Services to provide policy and inplenentation gui dance
for patient food-drug interaction counseling prior to discharge.

(4) Dietitian

(a) Ensure each patient receives a prelimnary
nutritional screening within 24 hours of adm ssion. This
screening is conducted by the Diet Clerks in the NWD.

(b) Interview each patient on a nodified diet
(exclusive of clear liquid, full liquid, and NPO wthin 24 hours
of adm ssion, or next working day if the adm ssion takes place on
a weekend or holiday, and conduct a nutritional assessnent.
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(c) Interview each patient on a regular diet whose
| ength of stay is five days or |longer and do an assessnent of
di etary needs.

(d) Monitor diet order sheets to identify patients on
NPO or on clear liquids five or nore days. Consult with the
attendi ng health care provider and enter recommendations in the
medi cal record.

(e) When appropriate, enter information about the
patient’s nutritional status in the patient chart.

(f) Serve as a consultant for the nedical staff,
providing informati on on avail able enteral fornulas and their
recommended use.

(g) Educate patients and famlies, or caretakers, on
nutrition and dietary nodifications prior to discharge.

(h) Participate in commttee activities concerned
wWith nutritional care.

(i) Develop and inplenent quality assessnent and
performance i nprovenent plans.

i. Head, Cccupational Health and Preventive Medicine
Departnent shall:

(1) Serve as technical advisor for all matters pertaining
to food service sanitation.

(2) Provide for sanitation inspections as required by
reference (h).

j. OQutpatient Dietetic Service Responsibility

(1) The Qutpatient Nutrition Clinic is the responsibility
of the Clinical Dietitian. 1In his/her absence, the Head, NMD
will assune this role.

(2) Availability. The Nutrition Cinic is staffed Mnday
through Friday, and the Cinical Dietitian also is available by
pager .

(a) Qutpatients requiring nutritional counseling nust

have a consult (SF-513) conpleted by the referring provider, and
must bring their medical record to the appointnent.

10
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(b) Qutpatients are referred to the dietitian when
| ab val ues are not within normal |imts, according to specified
hospital paraneters, and/or patient is 10 percent over or under
their desirable body weight.

(3) Scheduling and Appointnments. Schedules will be
submtted to Central Appointnents. Central Appointnents
schedules all initial visits. Appointnments for foll owup care
are made by the patient.

(4) Docunentation. The initial entries, including
nutritional assessnent, will be made on the SF-513. Nutrition
education provided will also be docunented on the NH29PALMS Form
6300/ 12, Patient Psychosoci al /Educati on Eval uati on.

k. Health Pronotion and Support of Operational Units: The
foll ow ng health pronotion activities and support to Operating
Forces will be provided and will be in accordance with the
Navy/ Mari ne Corps Health Pronotion Prograns (Forge the Future and
Senper Fit Prograns) and "Put Prevention into Practice" program
and wi Il be provided as requested.

(1) Cdasses on the basics of healthy eating.

(2) Nutrition education prograns for professional staff
trai ning and Hospital Corps Inservice Training.

7. Applicability. The provisions of this instruction are
applicable to all personnel assigned to Naval Hospital Twentynine

Pal ms, California.
t’]ﬂ%tw-l- I-I e

R S KAYLER

Di stribution:
Li st A

11
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CATEGORI ES OF PERSONNEL AUTHORI ZED HOSPI TAL DI NING FACI LI TY
PRI VI LEGES AND MEAL RATE POLI Cl ES

Aut hori zed Patrons

Br eakf ast/ Lunch/ D nner Meal Rat es*
a. Inpatients with affixed hospital |.D. No Charge
br acel et
b. Al Oficer staff Full Rate

c. Oficers and enlisted staff personnel TAD on Full Rate
full per diem

d. Guvilian staff Ful | Rate
e. Authorized guests.** Ful | Rate

f. Enlisted staff personnel presenting a valid No Charge
meal pass along with U. S. Arnmed Forces

I dentification Card.

g. Spouse and famly nenbers of El-E4 D scount Rate
h. Enlisted staff personnel on Commuted Rations Full Rate

i. Volunteer Red Cross personnel Ful | Rate

j . Menbers of organized nonprofit youth groups Di scount Rate
k. Al others Ful | Rate

* Reference (j) provides policy guidelines for neal operating
rates at Naval Medical Treatnent Facilities (MIFs). Per
reference (k), all waivers and exenptions no |onger apply. Al
wat chstanders will pay the full rate for nmeals, unless conducting
an official neal sanpling.

** Aut hori zed Quests are defined as:

a. Cccasional guests of mlitary personnel attached to this
Command.

b. Visiting consultants/|ecturers providing educational or
clinical services in support of the hospital m ssion (departnent
heads shall verify this category of patrons by witten nmenorandum
to the Head, Nutrition Managenent Departnent).

c. Imediate famly nenbers of inpatients on the
serious/very serious list.

d. Parents of hospitalized pediatric patients and fathers of
newbor ns.
Encl osure (1)
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Commut ed Rati ons (COVRATS) Policy

1. Purpose. To set policy guidelines for authorizing and
granting COVRATS for enlisted mlitary nenbers attached to this
Command.

2. Background. References (d) and (e) establish guidelines for
aut hori zing enlisted COVRATS (Basic Al l owance for Subsistence).
Aut hori zi ng COVRATS general |y reduces the nunber of personnel
eating nmeals in the dining room The Commandi ng O ficer, prior
to granting COVRATS, needs to take into consideration the
necessity to maintain a hospital food service program which can
be operated economcally with a reduced patronage.

3. Pol i cy

a. The nutritional needs, maturity, and self-discipline of
each nenber requesting COVRATS shall be considered prior to
reconmendi ng approval or disapproval of the request. No one
shal |l be conpelled to request COVRATS solely in order to support
wat ch schedul es or duty hours. WAtch schedul es shall be
organi zed to all ow personnel the opportunity to eat their neals
in the hospital dining roomas a normal practice. Al requests
for COVRATS will be considered on a case-by-case basis. Menbers
in the follow ng categories shall be authorized COVRATS provi ded
all other criteria are net.

(1) Senior enlisted nenbers in pay grades E-7 and above.

(2) Those nenbers residing off base with bona fide
dependents or blood relative residents.

(3) Those nenbers authorized to reside off base by the
granting of Basic Allowance for Quarters (BAQ.

b. Enlisted personnel in pay grade E-6 and bel ow, while
living in the barracks will be issued neal passes and will not
normal |y be authorized COVRATS.

c. COWRATS may be term nated whenever the status under which
the nmenber was originally granted COVRATS changes.

4. Action

a. Enlisted Menbers. Enlisted nenbers, E-6 and bel ow,
desiring COVRATS shall submt a NAVPERS 1336/ 3 ( Speci al
Request/ Aut hori zation form to the Head, Manpower Managenent
Departnent via their Chain of Command.

Encl osure (2)
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b. Departnent Heads. Departnment heads shall consider the
criteria in paragraph 3 when recommendi ng approval or di sapproval
of requests for COVRATS.

C. Head, Human Resources Departnent shal l

(1) Serve as the approving authority for COVRATS
requests.

(2) Ensure all approved requests for COVRATS and
associ at ed paper work are forwarded to PSD for processing.

d. The Personnel Support Detachnent shall process requests
for COVRATS.

Encl osure (2)



UNI TED STATES MARI NE CORPS
COMVANDI NG GENERAL
BOX 788100
MARI NE CORPS Al R GROUND COMBAT CENTER
TVWENTYNI NE PALMS, CALI FORNI A 92278-8100

CCO P4400. 2E
4
16 Jun 98

COMBAT CENTER ORDER P4400. 2E

From Commandi ng Gener al
To: Di stribution List

Subj :  STANDI NG OPERATI NG PROCEDURES FOR THE DI RECT SUPPORT STOCK CONTROL ( SHORT
TITLE: DSSC SOP)

Ref:  (a) MCO P4400. 76
(b) MO P4400. 151A
(c) MO 4400. 16

Encl: (1) LOCATOR SHEET

1. Purpose. To publish instructions and procedures contained in the references
concerning the Conbat Center Direct Support Stock Control (DSSC)

2. Cancellation. CCO P4400. 2D.

3. Information. This Manual is an information and procedural guide for authorized
customers to obtain required supply support fromthe DSSC.

4. Action. Commandi ng officers, departnent heads, and section heads will ensure
their representatives beconme famliar and stay current with the contents of this
Manual .

5. Summary of Revisions. This revision has been reformatted and contains a
substanti al nunber of changes and nust be conpletely revi ewed.

6. Recommendations. Recommendations concerning the contents of the Standing
Operating Procedure for the Direct Support Stock Control are invited. Such
recomendations will be forwarded to the O C, DSSC via the appropriate chain of
conmand.

7. Applicability. This Manual is applicable to all comuands and organi zati ons
| ocated or training at the Conmbat Center.

8. Certification. Reviewed and approved this date.

J. D. LENARD
Chi ef of Staff

DI STRIBUTI O\ A-1
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LOCATOR SHEET

Subj : STANDI NG OPERATI NG PROCEDURES FOR THE DI RECT SUPPORT STOCK CONTROL ( SHORT
TITLE: DSSC SOP)

Locati on:

(I'ndicate the locations(s) of copy(ies) of the Mnual)

ENCLOSURE ( 1)



DSSC SCP

RECORD OF CHANGES

Log conpl eted change action as indicat ed.

Change
Nunber

Dat e of
Change

Dat e
Ent er ed

Si gnature of Person
I ncor por at ed Change
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DSSC SCP

CHAPTER 1
| NTRCDUCTI ON

1001. SCOPE. This Mnual consists of policies, procedures, instructions, and
gui dance for the operation of the DSSC. It is intended as a manual for custoners to
use to obtain supply support.

1002. M SSION. The mission of the internediate | evel base supply support function
is to provide supply to all authorized custoners. To acconplish this mission, the
DSSC prepositions material at various retail issue points. |In addition, supply
support for items not stocked at the issue points can be provided to base units by
t he Custoner Service Section upon request.

1003. SUPPORT CONCEPT. Any Conbat Center unit, tenant unit, or unit aboard for
trai ni ng purposes may draw material fromthe DSSC i ssue points. Exceptions to this
general policy include that issues to transient units nust be authorized by the O C
DSSC upon notification, the DSSC Customer Section will provide supply support to
Conbat Center units for material not stocked at the issue point or tenporarily not
in stock (NIS). The Fleet Marine Force (FMF) stationed at MCAGCC nmay submit open
purchase requisitions to DSSC for technical research. (lnstructions are located in
Chapter 7.)

1004. ORGANI ZATION OF THIS MANUAL. This Manual is organized to assist the custoner
in obtaining required support and does not necessarily reflect the interna

organi zati on of the DSSC. Each chapter represents the various sections and issue
points that are involved in providing direct customer support.

1005. STOCK FUND. WMaterial stocked material nust receive at |east 10 recurring
demands in a twelve nonth period to qualify for continued stockage.

1007. [ISSUE PO NTS. There are two nmjor issue points:

1. Retail Stores. (Conbined Self Service and Shop Stores). The retail store
stocks fast moving, |ow dollar value consumabl e supplies. The retail store issue
point is authorized to stock:

(a) Ceneral housekeeping and adnministrative supplies.

(b) Maintenance material and repair parts for Facilities Mintenance/
(c) Lumber.

(d) Lube oil and petrol eum products.

(e) Qher itens determned by DSSC for support of custonmers. Stockage of these
items nmust nmeet the criteria in paragraph 1006 above.

2. Gas Station. The gas station stocks unl eaded and di esel fuels.
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CHAPTER 2
OPERATI ONS SECTI ON

2001. RESPONSIBILITIES. The Operations Section is responsible for:

1. Acconplishing the adm nistration function for DSSC.

2. Miintain all automated systemfor the DSSC update and reporting processes.

3. Insure the conputer equipnment within DSSC is operable condition.

4. Maintaining liaison with the Informati on System Support Branch to ensure proper
operation of DSSC systens and to receive software to update all conputers with the
| atest information. Provide security for all software.

5. Wite prograns to produce various nanagenent reports.

6. Prepare and distribute DSSC Credit Cards and Fuel Keys.

2002. DSSC CATALOGUES. The DSSC catalog is available on the Local Area Network

(LAN). The catalog is in National Stock Number and al phabetical sequence. Custoners
desiring access to the catal og can contact the DSSC Qperations Section.

2003. HAZARDOUS NMATERI AL | NFORMATI ON SYSTEM This systemis on the LAN and
avai l abl e for custoners use. Custoners will be able to produce Material Safety Data
Sheets. Contact the Natural Resources and Environmental Affairs Directorate/

2004. DSSC RETAI L PURCHASES

1. Retail Store Credit cards and fuel keys will be requested by letter to the
Oficer in Charge, DSSC. Activities/ Units will submt their requests via their
respective conptroller. The credit card/keys will be ready within three (3)
wor ki ng days after receipt of the request. The letter nust include:

a. The units Activity Address Code/Unit ldentification Code as listed in the
Def ense Activity Address Directory.

b. A Job Order Nunmber (JON) (Marine Corps only). Oher services will furnish
a Fund Code. The fiscal year will be left blank on the credit cards so the card can
be used fromyear to year if other changes are not required.

c. Person authorized to pick up the card/key.

d. Point of contact name and tel ephone nunber.
2. Lost credit cards/keys should be reported i mediately to O C, DSSC. Requests
for replacenent of these cards/keys will be in accordance w th paragraph 2004.1
above. Damaged credit cards/keys will be replaced upon request. The danmaged card
must be presented to DSSC when the new one is made.
3. Units are responsible for the use of these cards/keys and that O&WVMC funds are
avai | abl e to support purchases made with credit cards.

2005. O&M RECONCI LI ATI ON

1. A detailed receipt will be given to the custoner for retail store purchases. No
receipt for fuel will given and unit procedures mnmust apply for tracking costs.
2-2



DSSC sOP 2005
2. Al purchases will be summarized when input into SABRS

3. The DSSC fiscal listing will contain all detail and summary transacti ons and
will greatly enhance reconciliation. Requests access to the DSSC Fiscal listing
shoul d be sent to DSSC Qperations. Wth the Mainfranme |ID and nane of person to be
gi ven access.

4. Additionally, requests for fuel detail reports can be obtained by a witten
request to DSSC Qperations.
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CHAPTER 3
STOCK MANAGEMENT SECTI ON

3001. RESPONSIBILITIES. The stock Managenent Section is responsible for inventory
managenent and control of all itens stocked the DSSC | ssue Points.

3002. STOCKAGE OF NEW I TEMS (ADDI TIONAL TO STOCK). New itens are added to an issue
poi nt inventory upon request/recomendati on of custoners. Criteria set forth in
reference (b) and paragraph 1006 of this nmanual will apply. Custonmers will submt a
“Request for Load/Delete” formto the OC DSSC. A sanple of this formis shown in
Appendi x A. The O C, DSSC wi |l approve/ disapprove the request and notify the
customer. Requites for stockage will not normally be approved if the material will
only be used by a single custoner. Request forns are available at the Retail

St ore/ Cust oner Service Ofice.

3003. DELETION OF MATERIAL FROM STOCK. Itenms will be deleted frominventory when
DSSC receives notification formcustonmers the itemis no |onger required. Material
will also be deleted frominventory if sufficient usage is not naintained.

3004. RETURN OF MATERI AL DRAWN FROM DSSC

1. Units may request that unused materiel drawn fromthe DSSC | ssue Points be
returned to stock. Acceptance of this material by material by the DSSC is based on
antici pated demand and criteria set forth in the current edition of reference (b).
Material to be returned nmust be in condition code A unused and with the original
packaging intact. Units desiring to return material to stock will submit a witten
request to the O C, DSSC. The letter must include the follow ng information:

a. Reason for the return.
b. A copy of the sales listing received when the item was purchased.
c. Request letter nmust contain RUC and JON of the unit.
2. After required research, the letter will be endorsed indicating whether the

material will be accepted for return and whether credit will be given. Units will
comply with the instructions in the endorsenent.
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CHAPTER 4
STORES/ FI SCAL SECTI ON

4001. RESPONSIBILITIES. Stores/Fiscal Section is responsible for:

1. Preparation and subm ssion of the Stock Fund budget and special funding requests
to Headquarters Marine Corps.

2. Daily monitoring/auditing of obligation and receipt transactions processed by
the item managers and ensuring any needed corrections are nade and reflected in
reports to higher headquarters.

3. Reporting issue (sales) transactions to appropriate Conptrollers and ensuring
these reports are accurate.

4. Preparation and subm ssion of reports for subm ssion to the MCLB Al bany, and
Headquarters Marine Corps reflecting all DSSC financial transactions.

5. Researching and correcting the unmatched paynents and recei pts records received
from Al bany and coordinating their conpletion with the Conptroller and D sbursing.

6. Managenent of stock fund | edgers for six separate retail stock accounts, and
preparation of the status of funds report.

7. Mnthly reconciliation of the trial balance report and the DSSC transaction
regi sters agai nst MCLB Al bany’s Stores financial reports (CGenera Ledgers).

8. Maintaining records of inventory values, sales, and obligations.

9. Mintaining a file on the nunber of itens Not In Stock (NI'S).

10. Management of the Material Returns Program

11. Maintain records for the Inventory Reduction Pl an.

12. Conducts reconciliation of Stock Fund allotrment with the conptroller.

13. Performs financial functions for O&MMC accounting for DSSC.

4002. REQUESTS THE BILLI NG ADJUSTMENTS. Requests for billing adjustnents will be

reported to the Stores/Fiscal Section. The problem(s) will be researched and
appropriate action initiated.
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CHAPTER 5
DSSC RETAI L STORES

5001. RETAIL STORE PROCEDURES. The Retail Store stocks high volune, |ow value
expendabl e supplies required by custoners in their day-to-day operation. Al itens
stocked are listed in the Catal ogue. The Retail Store is located at building 1102
and the normal hours of operation are 0730-1430, Monday through Friday (excluding
hol i days). The follow ng procedures apply to the operation of the store:

1. Al custoners nust have a MCAGCC DSSC credit card before they can obtain assets
fromthe Retail Store Issue Point. This credit card is the only authorization
required to shop at the Retail Store.

2. Upon entering the store, customers mnmust present a Conbat Center DSSC credit
card. No nore than two custoners per credit card will be allowed in the store.
Personnel wi thout a Conbat Center DSSC credit card will be referred to the officer
in charge, DSSC in building 1527.

3. DSSC personnel will assist custonmers in |locating material and transporting bul k
i ssues to the | oading dock.

4. At the point of sale, the custoners will be provided a listing of all material
procured at the Retail Store.

5002. CONTROLLED FORMS. Certain fornms are sensitive and special procedures apply
to the issue of these itens. These forns are identified as “CONTROLLED’ in the DSSC
cat al ogue.

1. Commanding O ficers of U S. Naval Hospital, 23rd Dental Conpany, Reginents,
Battal i ons, Reserve Support Unit, separate tenant organizations, MCAGCC Supply

O ficer and the MCAGCC Personnel O ficer nust be on file at DSSC with a sanple
signature of the authorizing official before controlled forms will be issued. This
letter should contain the nane, rank, Social Security Nunber and a sanpl e signature.

2. Custoners nust present a request authorizing an individual to pick the fornms to
ensure the individual has been authorized to received the forns.

3. DSSC personnel and the customer will count the controlled fornms and verify
serial nunbers, if applicable, prior to the individual signing for the forns.

4. At the point of sale, the custoners will be provided a listing of all material
procured at the Retail Store.

5002. CONTROLLED FORMS. Certain fornms are sensitive and special procedures apply
to the issue of these itenms. These fornms are identified as “CONTROLLED" in the
DSSC cat al ogue.

1. Commanding officers of U S. Naval Hospital, 23rd Dental Company, Reginents,
Battal i ons, Reserve Support Unit, separate tenant organi zation, MCAGCC Supply
Oficer and the MCAGCC Personnel O ficer nust authorize the issue of controlled

bl ank formor they may designate a comm ssioned or warrant officer this
responsibility. In either case a letter nust be on file at DSSC with a sanple
signature of the authorizing official before controlled forms will be issued. This
letter should contain the nane, rank, Social Security Nunber and a sanpl e signature.

2. Custoners nust present a request authoring an individual to pick the form's up.
The request will be prepared as shown in Appendix B. Inproperly prepared requests
or those with pen changes will be rejected.
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3. DSSC personnel will verify the request and the individual’s identification card
to ensure the individual has been authorized to receive the forns.

4. DSSC personnel and the custoner will count the controlled fornms and verify
serial nunber, if applicable, prior to the individual signing for the forns.

5003. DSSC CATALOGUE. Al itenms stocked in the Retail Store are listed in the DSSC
Cat al ogue. The catal ogue has two parts: al phabetical sequence and NSN

sequence. The catal ogue is available on the Local Area Network. Units desiring

access to the catal ogue should contact the DSSC Operations Section, building 1102,

at extension 4475.

5004. REJ STERI NG USAGE. When stocked itens are tenmporarily NI'S, custoners are
encouraged to contact the DSSC Retail Store personnel to have the demands registered
agai nst the data base. This will increase stock |evels and pronote an inproved

i nventory position in the future.

5005. CONTROLLED ITEMS. Certain highly pilferable itens are maintai ned be hind the
sal es counter. DSSC personnel will assist with the sale of these itens.

5006. 1 TEMS NOT IN STOCK (NI'S) OR LARGE REQUI REMENTS FOR STOCKED MATERIAL. If an
itemis NIS or a Center actively has large requirements for a stocked item the
activity can submt a requisition to the DSSC Custoner Service Section. Marine
Cor ps Cummuni cati on- El ectroni cs School (MCCES) and the FMF units will submt their
requisitions to their normal source of supply.

5007. BOITLED GASES. Bottled gas issues are conducted on a direct exchange basis.
Customers must bring an enpty cylinder of the sane type and size being requested.
The enpty cylinder nust be tagged with the unit identification and gas type. The
tap shoul d have placed near the top of the cylinder near the cap. Al cylinders
must have a cap. Tenporary |loan of cylinders will not normally have nmade. If a
tenporary loan is needed contact the O C DSSC

5008. SAFETY SHCOES. The Retail Store stocks certain sizes of systemsafety boots.
Requirenents will normally be satisfied with systemboot. Certain jobs require
speci al shoes/boots through their normal supply channels. Commanders, O ficers in
requi sitioned. Non-systemtype safety footwear will require justification. For

t hose base activities non-stocked safety footwear will be ordered per instructions
in Chapter 7 of this order. MCCES and FMF wunits will submt requisitions through
their normal supply channels.

5009. TONER CARTRIDGES. DSSC will recycle all used toner cartridges whether it is
purchased formthe DSSC or not. These cartridge nust be placed in the original or
repl acenent packagi ng box and turned in to DSSC Retail Store. Al toner cartridges
which are not turned in for recycling nmust be turned in to the Hazardous Waste
Accumul ati on Area (HWAA).
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CHAPTER 6
FUEL

6001. FUEL SUPPORT. The DSSC operates the Fuel |ssue Point, at building 1138, for
mlitary vehicles and civilian vehicles | eased by the governnent. The issue point
provi des admi nistrative support (receiving, testing, delivering and issuing) for
other bulk fuel storage sites aboard the Conbat Center except for aviation fuel
These bul k fuel storage sites include those established as part of the CAX Program
and other field exercises.

6002. FUEL ISSUE PO NTS. The DSSC Fuel |ssue Point stocks unl eaded gasoline and
DL-2 diesel fuel only and is a Self Service operated station. Spills resulting form
fuel dispensed into vehicle/containers will be cleaned up by the vehicle operator
The issue point is open seven days a week, 24 hours a day, except for the foll ow ng:

a. Holidays closed 1 hour for each neal.
b. Wth special perm ssion the station will be closed for Thanksgiving and

Chri st nmas.

6003. FUEL | SSUE PROCEDURES

1. Credit Cards and Fuel Keys. Credit Cards and Fuel Keys will be requested per
par agraph 2004.1 of this Manual. Lost and damaged credit cards and fuel keys will
be reported per paragraph 2004.2 of this Mnual

2. Procedures

a. Custoners nust present a valid DSSC fuel key to punp their own fuel, except
for bulk fuel. They will not be issued a receipt.

b. Of base Marine units that have a credit card from anot her DSSC, where the
Reporting Unit Code and Job Order Nunber is inprinted, will be issued fuel
Customers without this information will be referred to DSSC Qperations (Ext. 4475)
during normal working hours. Any energenci es not addressed above will be handl ed by
the Conbat Center Duty O ficer contacting appropriate DSSC personnel utilizing the
recall roster. These custoners will be referred to the Exchange gas station or to a
civilian station in town. After hour issue to custoners without a valid credit card
as started above will not be nmade wi thout prior authorization to the DSSC Duty NCO
the DSSC Storage Oficer/Chief or the OC, DSSC

c. Any unit that is planning to send refuelers to the DSSC gas station needs to
contact the Fuel Manager (Ext 6537) or Customer Service Supervisor (ex 5375) at
| east three work days prior to the proposed day of bulk pick up. Requests are to
i nclude the date of pick up, approxi mate nunber of gallons, approximte time of pick
up as well as a point of contact and phone nunber.

d. Each issue of bulk fuel and off base issues well be recorded on a DSSC fue
i ssue ticket as shown in Appendix C. The customer nust sign the issue ticket
listing nane, rank, unit, SSN, and phone nunber. The customer may recorded the
odoneter reading on the issue ticket in the block |abeled “OTHERS’. A copy of the
conpleted ticket will be given to the custoner at the tine of issue.

e. Unl eaded gasol i ne nust be di spensed usi ng a VAPER RECOVERY SYSTEM t o
prohi bit ozone depl eting substances fromentering the atnosphere. Therefore,
refuelers not equipped with this systemw Il not have unl eaded fuel dispensed to
them DSSC has authorization to fill four (4) five gallon cans per vehicle.
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f. Al Diesel Fuel dispensed into refuelers and pods nmust be bottom | oaded.
DSSC is authorized to fill four (4) five gallon fuel cans per vehicle. Fifty-five
gal l on drums cannot be fill ed.
g. Once fuel is dispensed into a refueler or fuel storage tank the DSSC wi ||
not accept return of the fuel.

6004. BULK FUEL SUPPORT.

1. Annual Requirenents. Upon receipt of the DLA contract solicitation, the DSSC
will contact activities aboard MCAGCC with bul k fuel storage capability to obtain
their estimated annual requirenents.

2. Delivery Requests. Requests for delivery for delivery of fuel will be
submtted, in witing, to the OC, DSSC at |east three working days prior to the
requested delivery date.

3. Field Fuel Support. Planning for fuel support will be in accordance wth
applicable orders, directives and letter of instruction. The DSSC will contract for
all fuel at the Exercise Support Base. The exercise conbat service support el enment
will staff and operate the fuel point. Replenishnment deliveries will be as Unit is
recomended to ensure an adequate supply of fuel is available for the excluding
holidays. It is suggested that storage tanks be set up and equi pnment operating
prior to the delivery of fuel.

6005. TESTING OF FUEL. Testing of fuel will be acconplished the DSSC gas station.
The following action will be taken when fuel deliveries arrive formthe vendor:

1. One quart of fuel will have taken formthe vendor's truck. After the bel ow
tests are conpleted, the sanple will be retained for a period of two weeks. After
this period the sanple will then be poured into the appropriate tank. Tests
i ncl ude:

a. API/GRAVITY

b. Vater

c. Viscosity.

d. Sedi ment

e. Color check: nmnust be clear.

2. Alabel will be placed on the bottle containing the fuel sanples taken. The
| abel will contain the follow ng information:

a. Type of fuel.

b. Delivery O der nunber.

c. Date and tine delivery

d. Delivery vehicle nunber.

e. Nane of driver.

f. DSSC storage tank nunber the fuel was placed into.

3. The following will be acconplished if the fuel does not conformto the above
testing requirements:
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a. The fuel will not be placed into storage tanks or delivered to other units.

b. Notify the O C, DSSC, (ext 536 7) and the Storage Oficer/Chief (ext
7265/ 6317). |If these points of contact are not available notify the Head, Supply
Di vi sion (ext 5382).

c. Take four gallon samples. Two will be required for testing and two will be
retained for the vendor.

d. The load of fuel will be rejected and sanples sent out for testing.

6006. DELIVERY OF FUEL. After testing is conpleted the unit will be notified that
the delivery is underway. Request the unit have personnel available to accept the
government. The conbat center has one and half hours free time fromthe tine the
vehicle enters the main gate until the fuel is unloaded and the vehicle departs the
mai n gate. The government is charged for all additional tine. These costs will be
mai ntai ned for all fuels received. The delivery ticket will be annotated where the
fuel was delivered and will be signed by a unit representative.
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CHAPTER 7
CUSTOMER SERVI CE SECTI ON

7001. RESPONSIBILITIES. The conmbat Service Section provides required

adm ni strative supply support for all Conbat Center units less the Fleet Marine
Force (see paragraph 6006) and MCCES. Requisitions for material not stocked at a
DSSC i ssue point or not available to satisfy customer needs, will be submtted to
the Custoner Service Section. Requisitions for services, magazi ne or peri odical
subscriptions directly to the Purchasing and Contracting Branch.

7002. AUTHORI ZATION. Custoner nust provide a letter of authorization to approve
requi sitions, as shown in APPENDI X D. (Not applicable to FMF organi zati ons).

7003. DOCUMENT PRICRITIZATION. It is the responsibility of the customer to ensure
that priorities of requisitions are in accordance with reference (a). Commuandi ng
O ficers, section heads, Oficers-in-Charge, and all fund adm nistrators whose
activities use the Custonmer Service Section should famliarize thenselves with that
order.

7004. REQUISITION FORVMAT. Requisitions for material (system and nonsystem wll be
formatted as shown in Appendix E ( on | ocal form 29p-4235,6), DSSC Custoner Service
Requi si ti on docunment) nor applicable to the FMF), One original copy for each
requisition is required. These forns are available at the DSSC Retail Store
Customers may al so use conputer generated |like form

7005. TECHNI CAL RESEARCH SERVICES. All custoner requisitions will undergo a

techni cal research screening. MCCES will provide their own technical research
through their respective supply systens. DSSC will assist the MCCES in energencies
if time and reference sources are available. FMF units be provided research on open
pur chase docunents.

7006. REQUISITION MANAGEMENT. In addition to submitting requisitions to the source
of supply, the Custoner Service Section will maintain records, manage all
out st andi ng custoner requisitions and provide the foll ow ng services:

1. Forward all custoner financial obligations to the appropriate Conptroller.
2. Submt timely foll owup docunments to the supply source.

3. Process all status docunents against the appropriate systemfiles.
Reconciliation will be conducted with custonmers as required.

4. Conduct a quarterly back order validation with all customers to ensure docunents
are valid and that the materiel is still required. Validation instructions will be
provided with each validation listing.

5. Process all receipt transactions.
7007. RECEI VI NG PROCEDURES. Each custonmer will pick up and receipt for their

material at the Incom ng Freight Branch of the MCAGCC Traffic Management Branch
(TMD) .




DSSC SCP 7008

7008. DI SCREPANCIES I N SHI PMENT. Discrepancies in shipnent will be processed by

t he DSSC Custoner Service Section as a service to the custonmer. The custoner will
retain the material and report the discrepancy to DSSC. Disposition of the materi al
wi Il be furni shed when received fromthe Source of Supply. Credit to the custoner’s
account will be authorized in accordance with final action on the report of the

di screpancy. NElI THER THE DSSC NOR THE MARI NE CORPS STOCK FUND W LL BE RESPONSI BLE
FOR THE COST OF DI SCREPANCI ES | N SHI PMENT.

7009. COVPLETI ON OF DOCUMENTS. The Customer Service Section will process all
recei pts and cancellations to conpl ete outstandi ng custonmer docunents.

7010. BILLS MATERI EL

1. Definition. ABill of Material (BOM is an assenbly of assets that are obtained
for a schedul ed project or exercise. DSSC will submt requisitions, receive and
stage the BOM material. BOMs will only be processed for Facilities Miintenance,
the CAX's and other field training exercises conducted at Canp Wlson (i.e., Desert
Firex, Gallant Eagle, etc.)

a. Facilities Maintenance BOMs. Facilities Maintenance BOMS wll be
processed as foll ows:

(1) Format. Requirenents for a BOMwi ||l be submtted on a NAVFAC 9. 11014/ 8,
Mat eri el Requirenments/|ssue Documnent.

(2) Leadtine and Priority. Since BOMs are established for planned
requi renents, a mninumof 60 days lead time will be cited for each BOM That is the
required delivery date will be at |east 60 days after the date of receipt by DSSC

(3) Administrative Action. The customer Service Section will assign each
BOM a five digit BOM nunber for identification purposes. Each itemwll| be
forwarded to the appropriate source of supply consistent with applicable orders and
directives, based upon the assigned priority. The Custoner Service Section wll
manage all outstanding requisitions. Upon conpletion of a BOMfacilities
Mai nt enance will be notified to pick the assenbl ed BOM up.

(4) Receipt of Material. DSSC will pick up and pre-stage the material.
facilities Maintenance will be notified to cone to the BOM storage area in building
1102 to identify the material and deternmine if it is the correct itenms. This
service nmust be acconplished within twenty-four (24) hours.

(5) Storage Section Action. On hand DSSC material will be pulled,
segregat ed, assenbled and stored by the BOM Storage Section.

(6) ILnspection of Material. The Customer will inspect all materi al
requi sitioned for a BOM upon recei pt of the material by DSSC. Upon custoner
confirmation, the BOM Storage Section will receive and store the material.

(7) Issue to Custoner.

(a) Conpletion of the BOM BOVM s are issued to the custoner only when
100% conpl ete. Authorization to draw an inpolite BOM nust be obtained formthe A C,
DSSC. When an inpolite BOMis issued, the DSSC wi ||l manage the renai ning
outstanding requisition as single line itemrequisitions and receipts will be issued
directly to Facilities Maintenance.

(b) Ilnventory. When a BOMis to be issued, it will be inventoried
jointly and the customer will sign for each itemreceived.
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(c) Authorization to Receipt for Material. Letters of authorization, as
shown in Appendix F, nmust be on file at the DSSC BOM St orage Section. Individuals
reciting for material nust be listed on the authorization letter.

b. COVBI NED ARVE/ TRAI NI NG EXERCI SE (CAX) BOVE. CAX BOM's will be processed as
fol | ows:

(1) Upon notification of an exercise DSSC will forward an E-Miil nessage
with a format BOMwi |l be submitted in. |If the organization conducting the exercise
has a data based program that program can be used as long as it has the sane
i nformation. Non-systemitens will be submitted with conplete nonencl ature and
applicable part nunmber. DO NOT USE PREASS|I GNED LOCAL STOCK NUMBER FORM ANOTHER
BASE.

(2) The BOMrequirenents nust be submitted to MCAGCC DSSC si xty (60) days
i s advance of the required pick up date. Requirenments will be for all elenents of
the exercise. Once requirenents are submtted, changes or additional requirenents
will not be accepted if the time frame is less than thirty (30) days until the pick
up date. Changes nust be in witing and subnmitted to the O C, DSSC.

(3) Food requirements will be submtted to the MCAGCC Food Service Ofice.

(4) Total fuel requirenents will be sent the Fuel Item Manager. An Initial
deliver date and quantities will be furnished and repl eni shnent deliveries will be
in accordance with Chapter 6. Fuel nust be ordered in increnents of 7500 gallons
for Diesel and 8800 gallons of unleaded. No nore two deliveries a day will be
del i ver ed.

(5) A reinbursable work request NAVCOWP 2275 must be on hand at the MCAGCC
Comptroller prior to DSSC processing the BOM If units desire direct cite of funds,
contact the O C, DSSC , DSN 957-5267.

(6) Aletter will be furnished to the OC, DSSC with the foll ow ng:

(a) Nane of exercise
(b) Dates of exercise

(c) Supply point of contact with DSN, FAX AND E-MAIL identification.

(d) Letter of authorization of who can inventory and pick up the BOM
(See Appendix F).

(e) Letter of authorization listing who can pick up fuel credit cards
and who can shop at Retail Store.

(7) Pick up dates will be Mnday through Thursday from 0730 to 1500.
Inventory dates will be prior during the same hours. Transportation is the
responsibility of the exercise supply supporting elenent. Due to linmted space all
material will be transported to the training area and issued to elenents fromthere.

(8) If cancellation of requisitions is desired the supply supporting el ement
must request cancellation in witing. DSSC will subnmit the cancellation to the
supply source. If the supply source cannot cancel the docunment the unit will be
notified.

(9) The DSSC Bom Storage Section will receive, inspect and stage the
material. The material will only be issued to authorized personnel.

(10) Updated status reports will be furnished to the requesting activity on
a periodic basis or as required by unit.

7-4
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(11) Turn in of excess material will be in accordance with Chapter 3 of this
manual . Bulk fuel will not be accepted for turn.
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APPENDI X A

REQUEST FOR LOAD DELETE

TO BE ADDED LATER
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APPENDI X B
FORMAT FOR REQUI SI TI ONI NG CONTROLLED FORMVB
( SAVPLE)
UNI T HEADI NG
4400
21/ DSSC
DATE

From Commanding OFficer or Authorized Oficial
To: Storage O ficer, Direct Support Stock Control

Subj: REQUEST FOR CONTROLLED FORM S
Ref:  (a) CCO P4400.2D

1. Per the reference, the below individual is authorized to pick up the controlled
forns |isted in paragraph 2.

NAVE RANK SOOI AL SECURI TY NUMBER S| GNATURE

2. The forms requested are:

STOCK NUMBER Ul DESCRI PT1 ON QUANTI TY

s/

Aut hori zed O fici al



DSSC SCP

APPENDI X C

DSSC FUEL | SSUE TI CKET

TO BE ADDED LATER
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APPENDI X D

PERSONNEL AUTHORI ZED TO APPROVE REQUI SI TI ONS
( SAVPLE)

UNI T HEADI NG
4400
21/ DSSC
DATE

From (Conmanding O ficer or Authorized Oficial)
To: Oficer in Charge, DSSC

Subj: PERSONNEL AUTHORI ZED TO APPROVE REQUI SI Tl ONS
Ref : (a) CCO P4400. 2D
1. Per the reference, the follow ng personnel are authorized to sign requisitions
for RUC
NAME S| GNATURE
PRIORITIES 3 and 7

PRICRITIES 9 and 14

s/

AUTHORI ZED O fi ci al

D1
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APPENDI X E

1. I NSTRUCTI ONS FOR COVPLETI NG REQUI SI TI ON FORM

SECTI ON A- COVPLETE ALL KNOWN | NFORVATI ON

SECTI ON B- COWPLETE ALL KNOMN | NFORVATI ON FOR LOCCAL | TEM AND THE DESCRI PTI ON FOR
El THER SYSTEM COR LOCAL | TEM

SECTION G
| TEM

NSN LSN

QUANTI TY

CUSTOVER S AAC/ RUC

SSC

DOCUMENT  NUMBER

SSRI C

Ul

RDD

ADV

UNI' T PRI CE
ZERO LEFT FILL
SAC

MEC

JOB ORDER NUMBER

BLOCK

5-17

18- 22
23- 28
29

30- 35
36- 39
40- 43
44

45- 47
48- 49
50- 53

56- 57

58- 63

64
65- 66

67-80

| NSTRUCTI ONS

ENTER THE APPROPRI ATE NSN/ LSN | F KNOAN
OTHERW SE LEAVE BLANK

QUANTI TY OF | TEM REQUI RED. ZERO LEFT FI LL.
ENTER YOUR RUC.

LEAVE BLANK.

ENTER YOUR RUC/ AAC/ Ul C.

ENTER JULI AN DATE

SERI AL NUMBER

LEAVE BLANK

LEAVE BLANK

UNIT OF | SSUE | TEM

JULI AN DATE WHEN YOU NEED THE MATERI AL

ENTER ADVI CE CCDE | F KNOWN. OTHERW SE LEAVE
BLANK.

UNIT COST OF I TEM I F KNOWN CR AN ESTI MATED COST.

LEAVE BLANK
LEAVE BLANK

APPRCPRI ATE JON.
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APPENDI X F
PERSONNEL AUTHORI ZED TO Pl CK UP FACI LI TI ES MAI NTENANCE EXERCI SE BOM MATERI AL
( SAVPLE)
UNI T HEADI NG
4400

21/ DSSC
DATE

From (Authorized Oficial)
To: O ficer-in-Charger, DSSC

Subj: PERSONNEL AUTHORI ZED TO PI CK UP MATERI AL
Ref:  (a) CCO P4400.2E

1. Per the reference, the follow ng personnel are authorized to pick up materi al
for

NAVE RANK/ GRADE S| GNATURE

s/

(Aut horized O ficial)
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